Adding a Contact and /or a Licensed Professional

Adding a Contact
A contact can be added or removed from a permit or application using the following steps. Please note
that adding a contact is NOT the same as adding a Licensed Professional (these steps are includedin

this handout in the next section).

The following steps areto add a contact such as General Contractor, Escrow Owner, Authorized Agent
(for Escrow), oran Engineer.

1. Logintoyour ACAaccount and go torecord details and select create amendment.

Record COM-ADD-PMT20-39900338: Add to ¢
Commercial Addition Permit
Record Status: Active

Record Info + Payments v ‘Custom Component

To view any current activity on this Record, please refresh the page.

1901 ALAMO ST, 78204

Record Details

Applicant: Project Description: owner:
Individual Minor Plans CITY OF SAN ANTONIO
Andrew Palmieri PO BOX B39966, SAN ANTONIO, TX, US, 78283-3966

Primary Phone:210-207-7220
andrew.palmieri@sanantonio.gov
Do not receive Email Notifications: No
Mailing

1901

494063, TX, 78204

United States

Physical

1901

494063, 133311, 78204

Sao Tome And Principe

» More Details

[ i mencmen: |



2. Select add/remove contact then continue application

Home Land Development Q:MILLLE Fire

Search icatic Create an

select an Amendment Type

Zhoose one of the following available amendment types.

If you are a delegate on a record and do not see the "Add/Remove Contact” or "Withdrawal or Refund Request” amendment
types, please click Amendment Creation to create the amendment application.

® Add/Remove Contact

(O Withdrawal or Refund Request

Continue Application »

3. Enterthe reasonfor change and description of change request are required

Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

Add/Remove Contact

Step 1:Change Information >Change Information
* indicates a required field.

Custom Fields

CHANGE INFORMATION

Record ID for Requested Change: COM-ADD-PMT20-255003
*Reason for Change: add general contractor
P
*Description of Contact changes being requested: adding a genaral

contractor

4. Usethe Look Up feature to find the contact, or if it’s a new contact, you can select add new and
create the contact. Please keep in mind that if the contact already has anonline account, you

must select the correct one.

Note: General Contractor-the system allows this contact type to add Licensed Professionals to the
Permit. This personis not authorized to schedule inspections for trade permits (plumbing, mechanical,

electrical).



Step 2: Contact Information > Contacts

If paying by “Escrow’, please ensure the "Escrow Owner" is listed on the application. If you are authorized to use this Escrow Account, please ensure you are

listed as an "Authorized Agent”.
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Showing 1-3 0f 3

¥
After adding the contact to your application. if you wish for one of them to opt-out of receiving emails, please make this selection within each contact by using the Edit button next to those

ibame  Business — Primary y -

il N s ComactType [ WorkPhone  E-mail e
210-207-7220 andrew paimierigsanantonio gov
210-207-7220

andrew paimierigsanamonio goe

210-207-7220 anckem palier SO0 90V

5. Look up by searchcriteria available. You canuse First Name, Last Name or Business Name.

Look Up Contact

Type:

Individual ¥
First Name: Middle Name:

Business Name:

Primary Phone: Secondary Phone:

m m Cance!

6. Select the desired contact name.



Look Up Contact

Revise Search

Select a contact to attach to this application.
If the contact has multiple addresses, you can select which to use in the next step.

Showing 1-10 of 11

Organization

Pi P E-mail
Name rimary Phone mai

First Name Last Name

Alama Contractors Alame 111-111-1111 test@test.com
Contractors

Electrical Contractor 210-207-1111 sign20@sanantonio.gov
General Contractor 210-207-7220 gc20@sanantonio.gov
HUSSAIN CONTRACTOR 713-232-0771 amir@ezzisigns com
Mechanical Contractor 210-207-1111 diego.giron@sanantonio.gov
Plumbing Contractor 210-207-1111 diego.giron@sanantonio.gov
Residential Contractor 210-207-1111 jaclyn.corona@sanantonio.gov
Sidewalk Contractor 210-207-1111 andrea.valdez@sanantonio.gov
Sign Contractor 210-207-1111 jose delgado@sanantonio.gov

sign contractor 210-207-1111 jose.delgado@sanantonio.gov

Next >

7. Update the contact type to generalcontractor andselect the Mailing address for this contact.

Look Up Contact x
General Contractor

Type: Garrsl Contractar - ﬁ

Select contact addresses for this contact to sttach to the record
Showing 1-10f 1

Address Type Recipient Address

Mailing 207, PRESA



8. Contact (General Contractor) will then display on contact list
It paying by "EsCrow’, please ensure the "Escrow Owner~ Is listed on the application. It you are authorized to use this ESCrow Account, please ensure you are

listed as an "Authorized Agent".

*indicates a required field.

Contact List

To add or edit your Contacts ic i ion, go to your.
After adding the contact to your application, if you wish for one of them to opt-out of receiving emails, please make this selection within each contact by using the Edit button next to those

specific contacts.

= e

« Contact added successfully.
Showing 1-4 of 4

Business Primary.
Full Name N Contact Type P Work Phone  E-mail Action
Andrew S T :
Palmieri Applicant Edit Delete
Andrew - .
Palmieri Escrow Owner 210-207-7220 andrew.palmieri@sanantonio.gov  Edit Delete
Company
Andrew
Palmieri Edit Delete
Owner
omsins s i Edit Delete
Contractor Contractor

Save and resume lat Continue Application »



9. Continue through the application, confirm changes and submit the application request. A record
issuance page will generate with a Record ID to confirm changes were made. The General
Contractor should then be able to login and access the record to add licensed professionals.

m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

Add/Remove Contact
Contac Application Document wiew 6 Record lesuance
! 2 Information 3 information # Information B (LA 6 Record Issuance

Step 6:Record Issuance

Your has been 5
Please print your record and retain a copy for your records.

Thank you for using our online services.
Your Record ID is AMD-CONTACT-20-11000202.

You will need this Record ID to check the status of your application or to schedule/check results of inspections. Please print a copy of your record for your files.

Your application has been submitted for review by the City of San Antonio Development Services Department.
You may contact the Development Services Department at their offices or by phone.

Cliff Morton Development and Business Services Center

1901 South Alamo Street

San Antonio, TX 78204

Phone: 210.207.1111

Hours: 7:45 am - 4:30 pm (Mon - Fri)

Closed on City Holidays.

—EvTeeT

10. The General Contractor will then have to login to their account in Citizen Access and select my
records to view the record application and/or permit where they were added.

Anncuncements Logged in as:General Contractor  Collections (0) Account Management Logout

Create an Escrow Account | Amend Escrow Account(s)

LandDevetmem Building  Fire

Dashboard My Records My Account Advanced Search

Hello, General Contractor

You do not have any collections right now.

Work in progress (7) View All Records

Record Name. Record ID Module Creation Date Action

No records found



Adding a Licensed Professional
This is the process you use to add a trade professional for Mechanical, Electrical or Plumbing, Sidewalk

and Curb inspections.

1. Yougotothe record application or permit you wish to add the Licensed Professional to. Click
Amendment.

m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

- Building

Showing 1-1 of 1 | Export results | Add to collection | Copy Record

[] Dae Record Number  Record Type Description ProjectName  Address Expiration Date  Created By Status Action Short Notes
COM-ADD- . 19015 ALAMO ST

[ 11/09/2020 P20~ :;':I"m":";'::mm Minor Plans City of San Palmierindrew  Active ';f::nf;‘g:f
39500338 Antonio, TX 78204

4 13

2. Another option is to open the record and navigate to the bottom of the summary page and click
Create Amendment.

Record COM-ADD-PMT20-39900338: Addtoc
Commercial Addition Permit
Record Status: Active

Record Info + Payments v ‘Custom Companent

To view any current activity on this Record, please refresh the page.

1901 ALAMO ST, 78204

Record Details

Applicant: Project Description: owner:
Individual Minor Plans CITY OF SAN ANTONIO
Andrew Palmieri PO BOX B39966, SAN ANTONIQ, TX, US, 78283-3966

Primary Phone:210-207-7220
andrew.palmieri@sanantonio.gov
Do not receive Email Notifications: No
Mailing

1901

494063, TX, 78204

United States

Physical

1901

494063, 133311, 78204

Sao Tome And Principe

» More Details



3. From amendment button, select add/remove contact and continue application

Home Land Development [:TIGILLE Fire

Search Applications  Create an Application

Select an Amendment Type

Choose one of the following available amendment types.

If you are a delegate on a record and do not see the "Add/Remove Contact” or "Withdrawal or Refund Request” amendment types,
please click Amendment Creation to create the amendment application.

@ Add/Remove Contact

() Withdrawal or Refund Request

Continue Application »

4. Enterreasonand descriptionof contact changes being made. Select Continue Application.

Add/Remove Contact

Step 1:Change Information > Change Information

* indicates a required field.

Custom Fields

CHANGE INFORMATION

Record ID for Requested Change: ComADD P20 253003

*Reason for Change:

*Description of Contact changes being requested: =dding le=nzed

fessionals|

5. Onthe next page, you will see the all contacts already on record. NOTE: Do not add a Licensed
Professionalto the Contact List. Please proceed to the next sectiontitled: LICENSED
PROFESSIONALLIST

6. The LICENSED PROFESSIONALLIST is where you will add the license holder. You will need to
add the individual (not the company).



Application Document e
3 information R 5 Review 6

Step 2: Contact Information > Contacts
If paying by "Escrow’, please ensure the "Escrow Owner" is listed on the application. If you are authorized to use this Escrow Account, please ensure you are
listed as an "Authorized Agent”.

*indicates a required field.

To add or edit your Contacts jon, go to your. page.
After adding the contact to your application, if you wish for one of them to opt-out of receiving emails, please make this selection within each contact by using the Edit button next to those

specific contacts.

+ Contact added successfully.
Showing 1-4 of 4

Business Primary 5 )

Full Name Contact WorkPhone  E-mail Action
‘P\:l‘:ﬂ"fe“"” Applicant 210-207-7220 andrew palmieri@sanantonio.gov  Edit Delete
Andrew Compan

Name/Business  210-207-7220 andrew palmierigsanantoniogov  Edit Delete
Palmieri

Owner
‘P‘:l‘:“'f:"” Escrow Owner  210-207-7220 andrew palmierigsanantonio.gov  Edit Delete
General General 210-207-7220 ge20@sanantonio.gov Edit Delete
Contractor Contractor

Save and resume lats Continue Application »

7. Click Look Up in Licensed Professional List to search for professionals that are going to added.

Dashboard My Records My Account Advanced Search

Add/Remove Contact
Change Contact Application Document e
1 Information 2 Jnformation 3 information 4 Information 5 RE0E0 E
Step 2:Contact fon > License ii

*indicates 2 required field.

ensed Profess st

To add a new Licensed Professional .click the select from account. To Find a City registered Licensed Professional, click the Look Up button.

-

Showing 0-0 of 0
License Number License Type ‘Contact Name Business Name Action

No records found.
«

Save and resume later Continue Application »



8. Youcan then searchby license type, license number OR first and last name of the Licensed
Professional.

Look Up License

License Type: State License Mumber:

Middle:

Mame of Business:

Business License #:

Address Line 1:

9. Results will display, you then select your Licensed professional and Click Continue Application.



Look Up License

License Number License Type Licensed Professional Name Business License #

City Electrical
EMT-20-00672 Maintenance Electrical Contractor
Technician

City Electrical
EMT-20-00685 Maintenance Electrical Contractor
Technician

City Electrical
EMT-20-00718 Maintenance Electrical Contractor
Technician

City Electrical
EMT-20-00741 Maintenance Electrical Contractor
Technician

City Electrical

EMT-20-00743 Maintenance Electrical Contractor
Technician
State Electrical

SEC-20-2828 Electrical Contractor
Contractor

SEC-20-8787 SCREEEE Electrical Contractor
Contractor

10. Licensed professional will display. Select Continue Application.

Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

Add/Remove Contact

; Change
Information

Step 2: Contact Information > License Professional
*indicates a required field.

Licensed Professional

To add a new Licensed Professional ,click the select from account. To Find a City registered Licensed Professional, click the Look Up button.

+ Licensed professional added successfully.
Showing 1-1 of 1
License Number License Type Contact Name Business Name Action

State Electrical

o Contractor

Electrical Contractor Edit Delete

11. Review summary of changes/updates. Once changes are confirmed, select the
acknowledgement box and select Continue Application to submit record.



Licensed Professional List Edit

Showing 1-1 0 1

License Number License Type < Action
State Electrical i
SEC-20-8787 Hate Blectr Electrical Contractor Edit
« |
Custom Lists
PROFESSIONALS INFORMATION [ Edit |
Professional License ID Licensed Professional Full Name License Type Scope of Work Completed by LP ‘Add or Remove LP
SEC-20-8787 Electrical Contractor State Electrical Contractor Added
Attachment Edit
The maximum file size allowed is 80 ME.
htmLhtm:mht:mhtmi are disallowed fite types to upload.
Name Type Size Latest Update: Action

No records found.

OATH: | swear or affirm that the statements contained in this application, including any attachments and related documents, to the best of my knowledge and belief are true, correct, and complete.
CERTIFICATION: | certify that | have read and the ions that this appli and that the made as part of this ion are true, complete, and correct and that
no material information has been omitted. By checking the box below, | understand and agree that | am electronically signing and filing this application.

By checking this box. | agree to the above certification. Date: 11/10/2020

Save and resume later Continue Application »

12. Recordissuance page will confirm application submitted and a record ID will be generated.

w
@
o
a

m Land Development  Building Fire

Dashboard My Records My Account Advanced Search

Add/Remove Contact

' _ B

Step 6:Record Issuance

Your ication has been s i
Please print your record and retain a copy for your records.

Thank you for using our online services.
Your Record ID is AMD-CONTACT-20-11000204.

You will need this Record ID to check the status of your lication or to results of i i Please print a copy of your record for your files.

Your application has been submitted for review by the City of San Antonio Devel Services Di
You may contact the Development Services Department at their offices or by phone.

Cliff Morton Development and Business Services Center

1901 South Alamo Street

San Antonio, TX 78204

Phone: 210.207.1111

Hours: 7:45 am - 4:30 pm (Mon - Fri}

Closed on City Holidays




